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23 xﬁll}’ 19 52

- . Memorsndum to: All Assistant Directors
R From: Director of Training
Subjects TR(G) Training Couraas- and Programs

Le Following the informal talk given recently to
the DD/I and his Staff on the organization, courses and
programs of the Office of Training (General),.l was
agkaed to;provide a sunmary of the present and proposed
courses of TR(G).
2¢ The summary attached is for your curront informae
tion, It will be:rsuperseded by a TR{3) Training Bulletin,
now in preparation, which will be more detailed,
. 3. For further informitien cn the training eourses
and programs of TR(G), please contact Chief, Plans and
25X1A \_\ Policy Staff, TR(G) ,_
i | L. Copies of the summary of ccourses are furnished
herewith for distributicn within ycur.organizatjon.

25X1A

Matthow Baird

Director of Training

hi . RN @ ik S
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INDOCTRINATION

Purposc of Courses To give all incoming personmsd an appreciation of the mission,
functions and organization of CIA and its relaticns sirlp to other governmenbal
agencies in the national security structure,

Deseription of Course: Lectures on the mission, functions snd organization of
Cii and its rleL‘onmhnp to other governmentul agencies in the national sccurity
structure,

Longth of Course: 3 hours

Offered: Weckly

Date of First Course: November 19H1

Number Attending Thru May 1952: 2621 (ibout L30 per month)

Status: This course will be contimued as part of the EOD procedure for
incoming personnel in order to acqueint wlam with CIf,

ORIENTATION

Purpose of Course: To broaden the scope und comprohensiveness of the information
of Agency - personnel with respect to the intollicence process and the governmental
1Pt0111gcncc community,

Des?ription of Course: Lectures by the Director of CIY, his Deputies, sslected
Aseistant Directors, various lgency cxperis and one or mors prominent governmental
officiale at or near the cabinet level,

Length of Course: Four % davs

Offqggg: @arterly

Date of First Course: February 1951

Number Attending Thru May 1982: 2479  (About 550 per quarter)

Statuss  Seventh Orientation Course to be nresented in July of 1952,

A

SHECRET
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UNCLASSIFIED TRAIMING GROUP A (UTG/A) GENERAT

'Purpose of Courge: To provide mcaningful tfuining for new profecssional personnel
EOD'd on a provisionally clearcd basls.

Description of Coursc: Unclassified lecturss in Intelligence, International

Relations and General Administration. The Reading Improvement Course is required.
Each trainee preparcs an area study report.

Length of Course: 6 woeks

Offered: Bvery 3 wecks

ot

Date of First Course: May 1951

Number Troinees Thru May 1952: 235 (About 20 pur month)

Status: With personnel policy in effect that personmel will be EOD'd on a pre-
Tisionally clenved basis only if their servicés would otherwise be lost to the
Agency, the enrollment in UTG/4 General is empscted to drop offe Training will
be conducted on an individual basis, with release contingont upon the completion
of socurity action.

UNCLASSIFIED TRAINING CROUP A (UTG/A) RUSSIAN

Purpose of Course: To provide Russlan langnaoge training for new professional per-
sonnel EOD'd on a provisionally clesred bacis when guch braining is requested by
the respective Offices to which such personinel arve slotted.

Duscription of Courset Russian language troining with cmphasis on reading
competenca,

Length of Course: 8 weeks

Offeraed: Every b weeks

Date of First Course: May 1951

Rumber Trainecs Thru May 1952: 185 (About 10 per mouth)

Status: With personnel policy in effect that personnel will be EOD'd on a pro-
visionally clezred besis only if their services would otherwise be lost to the
Agencyy the enrollment in UTG/4 Russian is expected to drop offe. But some of the
Offices of the Agency, particularly ORR and 0SL, sre detziling on-duty personnel
to atlend the course since il h-s besn shown bo be valuzble to Them because of the
performance of former tralnecs now in their Offlces.

Approved For Release 2000/05/03 3 GIA-RPR5%-00166A000100090002-3

P
- e



L)

SECRET
Approved For Reledee 2000/95&3‘1QPAIRDFSBLMMBGAOOOMOQOOOZ 3

BASIC INTELLICGENCE COURSE, CIA INTELLIGERCE SCHOOL

Purpose of Course: To provide basic training for outetanding new professional
persornnel recrujted by OTR, and therefore, to acquaint then with the field of
intelligence and to relate their fielde of competence Lo tire {ield of intelligence
so that they may begin to aprly their knowledsze and ckills as professional
intelligence officers, This original purpose has been expanded to include new
incoming junior profeseional personnel of the non~covert Offices of the Agency,

Description of Course! Lectures on the conflict for world power which is the
Fackeronnd for an understanding of the field of intelligence; lectures on the role
of intelligence in support of the natimal secuniiy: lectures on the governmental
intelligence community itself, its members and zhelr respective missions and
functions; lectures on the Lntﬂlllvﬁnce rrocess, its nature aud the problems
peculiar to it, A selected bibliography in the fields of intelligence and
international relations is required reading, The Reading laprovement Course is
roquired, .

Length of Course: The first three courses wove 1l weeks long, The fourth course,
hmglpninp 16 July, to which new junior nrofessional personnel will be detailed,
will be 6 wecks long.

L
Offered: The long course was offered 3 %imes yearly. The present course will
be offered bi-monthly.

Date of First Courses July 1951

Number Trainecs Thru May 1582: 68

Statuss Thirty-Tour traine are in procwcr for the Basic Intelligence Course
Pepinning 16 July, 1t is expected that the enrallment will increase considerably
(50 or more per month), The lanpuape requirement (of bhe first 3 courses) has
been dropped, Therefore, the substantive material >r\santnd in the present course
will be as great as before. Language trainiog, thru needed, will be undertaken
at a later date, and at the speeific reguest of the sponsoring Offfice,

READING IMPROVEMENT COQURSE '
Purpose of Course: To increase the readime speod and reading comprehension of

salected A&Qnoy personncl,

Description of Courscs Accelerated readine practice using a Reading Accelerator

and digit retention exercises using a Tachistoscope, HReading training {ilme are
shown,

Length of Course: One hour a day fer 6 wecks

Offered: Bvery & wecks for on-duty porsenncl, Obther courses given to personnel
in UTG/A General and in the Basic Intollipence Course,

Date of First Course: May 19W)

Mumber Trainees Thru May 1”f2 L7l Total (Ahout KO per month) -

“T70 on-duty porsounﬂl U professionsl trainees; 235 UTG/A (man al personnel
Statugs Plans underway for HKMansiun off the ”cadlno Lal, in order to take care of
ncorApproved ForReleasei. BﬂGmIQWBBGrﬁfA)L -RDP55004 66A000100690002-43: 111 gence Course,
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LANGUAGE TRAINING CENTER

Purpose: To provide language trainine for Agency personnel who should not be
wenb outside the Agency for security reasons, or who require rcfresher or
maintenance self-study,

Description of Training: The following bepinning courses are offered:

(erman - 3 sectlons

Fregnch

Italian

Busgian

3 Epanish
' Advanced training in language is provided in the

laboratory by drill work and scli-study, using tape recordgrs. Self-study COUTE:S
are being carried on in Russian, Usrman, French, Spanish, itmLian,P01ovak,ADutch,
Danish, Japanese, Korean, and Chinese, Lanpuage Laboratory open 0700 to 2000
weekdays, # :

; Y
Number Trainees Thru May 1952: BL  (About 35 per month) _ o
About 300 student hours per week are spent in
tha Language Laboratory.

Status: The Language Training Center hegan operation in March 1962, 1t is

expecfed that the number of personnal using the center and the pumber of coursesg
offered will increase as instructors and training materials are available,

EXTERNAL LANGUAGE TRAINING

Purpose:  To provide langusge trainiopg, basic and advanced, fo?‘salected Agency
personnel, who may be sent out of the Apency, Since the establlghm@nt of Lh@ _
Language Training Center in the Agency, personnel will be glven language training
at external facilitiss wher the courscs =re not availsble in the Agency or when

a more comvenient scheduling of courses is avallable outside,

s These approximate figurcs do not include Russian language training given at
Ceorgetown to UTG/A (Russian) personnel and Professional Trainees in the first

three Basic Intelligence Courses, CIA Invellipgence School.,

SECRRET
v

Approved For Release 2000/05/03 : CIP:ﬁ-DP55-00166A000100090002-3

25X1C



-

Approved For Rele¥é 2000/05/033 GIN—RDBSS-OM66A000?8§090002-3
Security Information

INTRA~AGENCY SUMMER AREA PROGRAM

Purpose of Program: To improve and bring up to date area knowledge already ac-
quired by Agency personnel, to introduce Agency pergonned to an area with which
they are not familiar, and to strengthen contacts betwecen the Agency and scholars
engaged in research on problems of interest to the Agency.

Deseription of Program: A number of wuniversity profescors are being brought into
The Agency in order to conducl area training in the following three fields: South
Hagt Asia, the Soviet Union and Fastern Iurope. tach professor is competent in one

" or more of the fields of economics, political seience, anthropology, geography,

history, and sociology, in one of the Iour areag. fiach professor is being brought
into the Agency as a cleared consultant and an area speclalist, and will be availe
able to the division chiefs as a consultant on any problem which may appropriately
be referred to him.

¥
Length of Program: Two-hour seminars daily for eight wecks, beginning 7 July 1952,

Number Trainees to Attend 1952: Approximately 93 trainees from seven Offices.
4

Status: Tt is expected that the Offices will find thisprogrom so valuable that it
wWill be continued on a yearly basls.

25X1C
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MILITARY TRAINEES, 0CS

Purpose of Training: To instill basic servics dis 01111nﬁc in selected Agency
personnel and to provide for them active=duty ﬂ“]lblr} training appropriate to
thelr experience and prospective intelliponce carcers,

Descriptlion of Training: Limited numbers of draft elipgible male personnel sre
placed into one of the four services for basic training, officer candidete train-
ing, commissioning, and such other military training as the lgency moy request
and the service concerned is #ble to provide. Upon completion of training, the
individual rsturns to the Agency in an sctiveée-duty military cepacity as one of
the regular service quota to the ABcncy untll he has discharped his active-duty
obligation, He then reverts to civilian Agency status, with or without o reserve
comaission,

Agency Quota: Total 150 (The date of sgreement with each service varies,
September 1951 e mean date,) '

57 &rmy; 50 sir Forcey L3 Wavy (includes 7 Marine slots)
»

Number Trainees Thru May 1952: 19 Tetal

T Lrmys; 7 Nzvy; 3 Adr Force; 2 Marines

Status: It is expected that as ontstanding persomnel are recruited, the Agenc
A e e . p ¢ 3
quota will be filled out,

DEPARTMENT OF DEFEKSE SCHOOLS

Purpose of Trqlnigg. To provide training for selected Agency personnel at various
Defense Schools 85 that they will have a betber understanding of the intelligence,
command and staff functione ol the serviccs, and thercby rromote closer coordine
ation between the Apency snd the services,

Desceription of Training: Attendance ab one of the following:

National War College - 3 Hoval Intellipence School = 1
Industrial College of the Armed Forces - 1 Strategic Intelligence School = 3
army War College - 1 Counter Intelligcnce Corps School-2
haval War College - 1 Lrmed Foreces Staff College - 1

Alr War Collége - 1
Associate Intelligence Course, Air Command ond Staff School - 1

Agency Quotas® 1F total per class, (Breskdown of guota above, Sce CIA Regulation

) » B 25X1A
Number Trainees Thru May 1952: 21 total e

3 National Wor Collewe 1 haval War College

15 Strategic Intelligence School 2 Naval Intelligence School

Status: This program is rapidly bcino implemented, By Sepbtember of 1952, 13
more Agehcy personnel will be entered in the scrvice schools as follows:

3 National War Cnllege 1 Naval Intelligence School,

1 Industrizal Collere of the frmed Foreos 3 Strztvgjc Intelligence School
1 Army War College Lrmed Foreces Staff Collepe

1 Approved.Foi Rélegse 2000/05/03 : CIA-RDP55- OOII 66AN00100090002-81 pence: Course,
1 Adr War College Air Command and Staff School
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CLERICAL REFRESHER COURSE

Purpose of Course: To provide refresher training in designated subjects for on
duty support-clerical personnel at the request of the various Offices.

Description of Course: Classes of fered in typing, shorthand, accounting, filing,
English usage, stenotyping and Agency Office practices.

Length of Course: 3 wucks

Offered: Bvery L wocks

Date of First Coursc: July 1951

Numbor Trainees Thru May 1952: 393 (About L0 per wonth)

Status: This course has been found valusble to the Offices of the Agency and
will be continued and enlarged in response be Office need.

4

TRAINING IN THE PERSONNEL POOL

In January 1952, O/TR toock over responsibility for training in the Personnel
Pool for supporteclerical personnel EOD'd on a provisionally cleared basis. An
unclassificd training program in shorthsnd, typing, officu practice, inglish usage,
and geography was established, Much of the training in the Pool was remcdial, to
bring support clerical personnel up to acceptable standards of proficiency in the
various clerical skills.

Now, because of & recruitment policy dircetive to the offect that only support-
clerical personnel meeting proscribed Agency standavdsef proficiency in typing and
shorthand will be rceruited; and because of a modification of the basic objective
of the Pool -~ to maintain a constant reserve of 200 support-clerical personnel in
order to compensate spoedily for clerical attrition in the Agencys the personnel
pool will contaln only qualificd persomnel both provisionally and fully cleared.

A1l of these persomnel will take 2 training course of at least two woeks
duration, at least part of whioch will be conduvcted on & classified basise And
satisfactory complution of the troining program will be necessary for placement
within the Agency. At prescat the planning and implomentation of this training
program is under way.
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ADMINISTRATIVE TRATNING PROGRAW

Purpose of Program: To provide additional adequately trained professional-level
administrative officer personnel to meet increasing operational requirements of
the Agency. Therefore, to provide training for newly recrulted personnel for this
program and Lo provide specialized training for administrative officers presently
on duty in order to incresse their capacity to perform under the accelerated
operational program.

Status: O/TR, in conjunction with the Dffice of Organization and Management and
the General Services Division, has devised a means for approaching the administra-
tive training problems. At the present time plans are under way for a series of
conferences led by scnior Agency level administrative officers (i.e., the Comp-
troller, the Director of Persornel, the Chicf of Administrative Services and the
Chief of Procurement). These conferences will be attended by the senior administra-
tive officer for each of the Offices of the Agency, with his budget officer, per-
sonnel officer and supply officer, The conferences will cxplore those administra-
tive problems whicn have the most serious effect uson ths administration of the
Agency at the agency level., Such a scries ofy conferences will result iu an identifi-
cation of those problems which require resolution by simple procedural adjustments
and those in which training is requircd, fThe O0ffice of Training will then be in a
position to desgign end vut inte effect training progroms to meet the requirements
for training indicated by thes:s conferences.

HUMAN RESOURCES PROGRAM

Purpose: To assist personnel with management end supcrvisory respongiblilities to
make the best and fullest vse of the individuals under their supervision by assist~
ing such personnel to appraise their own work methods, to comprehend the human
resources under their supervisiou, and to apply the simple, well~tried concepts of
effective human relations within the framework of o systematically organized program.

Status: It is planned that o Human Rosources Program be estaplished; to consist of
Four 1/2 hour group meeting: with small groups of supervisorsy a 1/2 hour interview
with each supervisor, and s foilow-up onc hour group mecting with the supervisors
approximately every six weeks for an indeifinite period. The progreom will be insti-
tuted slowly, office by ofiicae, division by division, until the necessary coverage
has been achieved. The group mestings will be conducted by the Chief, Management
Training Division, O/TR.

5 5 C RI
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